[image: image1.png]CIWA
LMSA




A Guide for the Reflections Visitation Team Member

Middle States Association of Colleges and Schools

Welcome to the Reflections on Standards of Quality process!  As a Team member visiting a Reflections school, you will be one of a hand-picked group of educators who will be acting as a critical friend to a school.  The school has spent countless hours undergoing a self-study and planning process designed to focus on school improvement and measurable student performance.

Reflections on Standards of Quality (or simply Reflections) is a protocol designed by the Middle States Association for accreditation purposes. Reflections is a comprehensive process of self-study for a school that addresses twelve accreditation standards, allows the school to examine in depth each of at least nine learning areas, and expects the school to develop 2-5 measurable objectives dealing with student performance and organizational growth.  This combination of introspection and planning is designed to provide a school with its own framework for continuous improvement.

So what will you do as a Validation Team member?  Your role is three-fold.  First, you will be trying to ascertain whether or not the school meets the Middle States Standards for Accreditation.  Can this school provide evidence of how it is a quality school in twelve important areas?  Second, are there supportive suggestions and commendations you can provide in the subject area of your expertise?  Has the school faithfully reflected the instructional, curricular, and assessment strengths and needs of each department?  Finally, are the objectives and action plans complete and in keeping with identified needs from the rest of the self study? In essence, you are validating the information found in the self study that a school has developed.

HOW?

Your Visiting Team chair will introduce you to the schedule, the approach, and his or her expectations at an organizational meeting when you first arrive.  You will spend most of your time during the visit interviewing people – teachers, administrators, students, etc.  (Your chair has a list of suggested questions.)  Another large chunk of time will be spent discussing your observations with your fellow Team members.  You will also be asked to write a summary of the Team’s conclusions on one or more areas (planning process, content of the plan, or specific standards such as Library or Educational Program).  The chair, however, writes the final report.  It is a long, exhausting few days, but one of the most rewarding professional experiences you will encounter.

NEXT STEPS

Accepting the invitation

You will find a response form along with your invitation to serve.  Please return this form by FAX as quickly as possible indicating your acceptance or regret.  Once the complete Visiting Team has been assembled you will be contacted by your chair with further information.  This usually occurs about one month before the actual team visit.  Often you will be contacted by the school, as well, with a letter of welcome.  If you have special needs (physical, dietetic, etc.) please let the school know.  You will receive a copy of the school’s Reflections self study document and possibly other documents prepared by the school for your review.  This information is generally sent to you two to three weeks prior to the team visit.  Please read the information thoroughly before you arrive for the Team visit.

Logistics

Your lodging as well as your meals during the visit will be arranged by the school and will usually be paid directly by the school to the motel/hotel and/or the restaurants providing those services.  The host school will also reimburse you by check for your travel costs.  Travel expenses can include mileage, tolls, train fare, etc.  (Airfare must be approved in advance.)  Please retain receipts.  Expenses that are not refundable include car rental, telephone calls, and other personal costs (toiletries, etc.). You will generally be given an expense voucher at the school. Bring both professional clothing for time spent at the school and comfortable casual clothes for evening meetings at the hotel.

Your own school

It is your responsibility to make arrangements for your absence at your school.  Since your school head has recommended you for serving on a Validation Team, he or she would be an excellent place to start!  Team visits are purely voluntary in nature and are without remuneration from MSA or the host school.

Do’s and Don’ts (Please!) 

Please remember at all times that you are a guest in the school.  You have an obligation to review, observe, study, and inquire, but it is not your responsibility to tell your hosts how to do things.  You are there to validate their plan, not, for example, to evaluate individual staff members.  Be gracious, considerate and open-minded.  Avoid making “snap” judgments and voicing criticisms.  Particularly, refrain from telling “how things are done in your school.”  Remember, you are evaluating this school and its plan in terms of its own mission, beliefs, and objectives and not your own values.  Please try to remain objective and impartial.

The deliberations that you and your colleagues on the Visiting Team make are to be held in confidence during and following the visit.  When you depart from the host school, your role and your responsibilities as an evaluator come to an end, but your obligation to maintain professional confidentiality remains with you as you resume your customary duties at home.  The team report itself is a confidential matter between the chair, the school, and the Commissions.  Copies of it can only be sent to you with permission of the school.

What ifs?

What if an emergency arises and you can’t serve?  Notify your school head, the team chair, and the MSA office immediately.  If you know of a suitable replacement, we would welcome that information.  You will be considered for another team at another time.

FINALLY

MSA believes that through your work on a Visiting Team you are contributing professional services to both a school and to the Middle States Association. The states of Pennsylvania, New Jersey, and Delaware have also recognized this important work and have approved your time for professional development credit.  Your chair will provide you with appropriate forms at the conclusion of the visit. The MSA greatly appreciates your willingness to further education and the process of school improvement by serving on a Visitation Team.  We wish you a very enjoyable and beneficial experience!
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